Tutorial created on 07/06/2013

Publishing list information through a document

N It's possible to put certain information of all items (= people) on a list on the welbsite, using
a document. This tutorial explains how to do so.

A user is a person managing the EConsort application.
An applicant is an applying student.

A student is an applicant who has been admitted.

@ Seftings > Database manager > Manage documents for the needed target group

o@—- Printscreens in this tutorial are centered and [indicated by a box.

® Watch the corresponding video tutorial online by clicking the ‘Play’ icon.

¥ To put selected information on the website, use a document to define which information to publish.
In the overview of documents, look for the document you want to use.

— Overview of documents

= Add document
= admission - @ - & - ¢
“test-@ - @ - o®
. testll- @ - & - x
= Certificates for students
= template_admission - @ - # - ®
= Other

= List_Students ,E,,
A

= mail-selected - g

A You can gccess the options, edit the document content or delete the document
First edit the document.
¥ You can edit the document content using . The result is displayed

below. It's also possible to insert certain fields by clicking the buttons on the right.

(You can add more fields here by selecting them in the document properties.)

— Edit document content - Edit document properties Last name
B U m

T Unique application number

Full name: 13! 1x14! [ Date of document generation |

Email: 1x15!
ECONSORT Database 1D

[ Unique code at document generation

Print Page break
COHORT number

A For every person on the list you will link later on, this document template will be customized: all field
codes will be replaced by that person’s corresponding value. Save the data by clicking the button.


http://www.youtube.com/watch?v=Ou7Mamoch_g&feature=youtu.be

¥ From this window, you can access the document properties by clicking the magnifying glass or the

Overview of documents Edit document content - Edit document properties -
= Add document : [ Code P P |

admission - @ - & -

IB I U x X :iT iz
test-@ - & - w F -

s testll- @ - @ - % B EETEES
= Certificates for 16!
students Full name: 1x13! k14!
» template_admission Email: 151
L
= Other
= List_Students -
F & " R
e alaciad

V It's possible to change the document name and group (= category), to clone the document and fo
. (= the previous window)

Edit document properties - Edit document
content

Name: # List_Students
Document group: & Other

i~ Make clone of this document

Document name:

Make Clone

— Link to webpage

Web page: | Application form |Z|
List: 20110217 member [~]

- Fields present in document —

= add field

A Now let’s have a more detailed look at the option to link the document o the webpage.

¥ The first choice list displays all web pages of your site and allows you to choose where to publish the
information defined by the document:

Link to webpage

Web page: | Application form E
Application form

Description of the programma
Economy applicants {Cohort 2013
EConsort Test Version

General infarmation

List:

23




¥ The second choice list allows you to choose a list.
For every person on the list, the information defined in the document will be shown on the web page

you chose in the previous step.

— Link to webpage

List:

Web page: | Economy applicants (Cohort 2013}E

20110217 member

[=]

20110217 member
20110227aanmeld
20110227 applicants

— Fields pre

20110228tweetal

a first testlist

= add fi cohort_2008

Cohort2007-2009

rule 1 {updated: 25-5-20
Summer school
test liist

2013_applications_nonEU

Economy applicants
Economy cohort2013
MG _list_1 s

13)

¥ Finish by clicking the button.

Link to webpage

Web page: | Economy applicants (Cohort 2013}|Z|

EConsort Test Version
o General information
e Description of the
programma

@ Application form

@ Economy applicants
(Cohort 2013)

TESTVE

Rpgme -y

Economy applicants (Cohort 2013) f E] 8

Full nam ayram Sadye
Email: sadye.bayram@gmail.com

Full name: Francisca Inda Falimasi
Email: franci_indafalimasi@gmail.com

List: Economy_cohort2013 El
L'kl.
V¥ The list information — defined by the document - will now be shown on the selected web page.
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